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CENTRAL INTELLIGENCE AGENCY 


Notic es 


Designation of Acting Assistant Director and Acting Deputy Assistant 
Director for Special Operations. 


: (RESCINDED by Notice[ id) 25X1A | 
Inaugural Holidays (RESCINDED by Noticel_——S—SC—s site 
Parking 


Recission of CIA Notices | ; 
Newspaper Advertising (RESCINDED by Notice C— | 
1948 Federal Income Tax Returns | 
Voluntary Contributions | 
Redeposit of Civil Service Retirement Refunds ! 
‘teave on Good Friday | | 
Daylight Savings Time 


Requests for Procurement Action by Supply Division, Involving Appropriations ee 
Expiring 30 June 1949 


Attendance of CIA Employees at Ceremonies in Tribute to the President of | 
Brazil - 18 May 19449 


Summer Courses at American University 


Parking Violations 


ESS Te pee nae ieee 


Active Duty Training of Reserve Personnel 


eed 


Regulations | 
Budget Estimates, Fiscal Year 1951 | 
_ Employees pueepsttone for Design of Official CIA Seal 


Policy =~ Inactive Duty Training Credits for Naval Reserve Personnel aoe | | : | 
--. ‘Employed by CIA. - ca 


SO Re ee et Ee es het cnr es ene 


Chest X-Ray Survey . | 
Name Cards Posted Outside Offices | | a 


25X14 
Shuttle Service (RESCINDED by Notdeel___] 


poet ase mere: 


Distribution of Salary Checks 


serie an end AD 


aan Sal CEA BSS inten ng Sag TAR one SO te, 


Use. of Postal Meter for Outgoing CIA wail 


‘Location of U.S. Post Office. Collection Box and Postage Stamp Vending 
Machines . ae ee ee 

 pvadlability. of Scholarships Bvening Divison, School of Foreign Service, 

Georgetown | University o : ere 25X14 


: Declassification of ‘Administrative Taetruetion Sarr 7 ‘aks 


. ‘ ‘subject: ‘Transliteration of Foreign Languages. 


EeteE oe pais 


fy Presentation of Awards, for Meritorious Employee Suggestions | 
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CENTRAL INTELLIGENCE AGENCY 


Notices 


Shuttle Service 

Excess Office Furniture and Equipment 
Cleaning of CIA Offices ani Buildings 
1949 Community Chest Drive 
Protection of Government Property 


Special Train to Army-Navy Football Game, November 26, 1919 


Attendance of CIA Employees ab the Ceremonies in Tribute to the 


Shah of Iran 
Removal of Material from Office Equipment 


Use of Decorative Material in Government Buildings 


Leave 


PENAL EPO Psa eR REE PEST = edt RESTS Me RRC ESTS Teta ee eae Te eee Tee 


Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8 


hy 

| Me } 

oe 48 

| CMUTRAL INTELLIGENC’ AGEUCY a f, 
FO Washington, D.C. Ah Bhat A at owed et 

25X1A HOTICE 8 December 1949 

oe Te 
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SUBJECT: Leave 


J 1. The offices of CIA in the District of Columbia and in . 
: the field will observe Christmas Day holiday on 26 December 1949 . 
and New Years Day holida: on 2 January 1950, Regulations covering 

essential duty on official holidays will apply on these two days, 


2, Assistant Directors and Staff Chiefs are urged to -provide 
employees with the niaximum opportimity to take annual leave during 
the period between 19 December 1949 and 2 January 1950, Offices, 
howover, must bo steffed to the extént thet essential operational 
requirements will be met, | 


FOR THE DIRECTOR OF CEVTRAL INTELLIGUICE: 
| 
< 
Pog 25X1A 
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Pee Executive 
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CENTRAL INTELLIGENCE AGENCY ee ae 
Vashington, DiC, © 4A ff 


25X14 | : ? | 
NOTICE _§ December 19/49 


SUBJECT: Use of Decorative Material in Government Buildings 


1. Qouted below is a memorandum received from the Office — 
of Buildings Management, Public Buildings Adninistration, General 
Services Administration: 


"SUBJECT: Regulations in the Use of Decorative Material in Govern-- 
ment Buildings | : 


"The following regulations shall govern the use of decorative 
material inside Government buildings which we operate, These 
regulations will apply during the. holiday season, social events 
and any. other activities that are held in Government buildings, 
and wheré decorative material is used, 


"Le Decorative Material AGreve paper, drapes. ects, cotton, 


cardboard, ete.) 


Only flame—proof natesiane are to be permitted wherever decora- 
tions are to be used in Government buildings. 


re, M26 Christmas Trees, Holly, Gornstalks. otc. 


A reasona able: number of Christmas trees may be placed in buildings 
of fire-resistive construction and frame buildings provided with 
automatie sprinkler protection, No trees, except very small 
ones, are to be permitted in frame. buildings without automatic 

. sprinkler protection wmless approval is given by the Superin~ 
pe -  tendent or Custodian. These trees should not be kent in the 
buildings for more then seven days, No tree shall in any way 
interfere with any means of egress. No flammable material 

or lighted candles shall be uscd for decorations, 


"Where trees or decorations other than those chemically treated 
for fire protcetion are used, the following precousiens shall 
be taken: 


"(a) Obtain pxtiay cut trees, 


| 

| 

| 

| | | 

| oe "(b) Saw off at an anglo at least one inch above the original 

i ed Ts an cut and koop standing in water or moistened earth during 
. ge the entire time the tree is in the building. At inter- 

‘vals, add water to the jar or tub in which the tree 

stands to either keop tho wator or moistened earth 


Sie. 


~~ 


above the cut in ordor to redueco its extreme flanma- 
bility, This mothod, when uscd with fresh troes, 
ruduecs the flammabilit: as offoctivoly as most 
chemicals, according to the Forest Produces Labora- 
torics (1947), | i 


"(g) Keep treos awny from radiators and other heating 
ccvipment, 


"Only sparing amounts of hoil:, cornstalk, ete., should be 
‘a used and then only where approved by the Superintcndent 
or Custodian, 


Us Electric Lights 


All installations of elcétric lights on trees or for other | a 
decorative purposes must be approved by the Suporintendent : 
or Custodian, 
; "4. Gandlos 
| No lighted candles will be permitted in any building," 
2y Any quostions or’ récuests for approvals ‘relating to 
: the above regulations will be referred to the Chief, Gonoral 
Services Branch, Servieos Division, Extension 2168, : 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
! 25X1A 
s Executive 
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| | CENTRAL INTELLIGERCE AGENCY | fff 
ak | Washington, D.C. heeded 


: NOTICE : 1 December 1949 
 25X1A ————wl . 


SUBJECT; Removal of Material From Office Equipment 


iff qa wee ie + Pere. 
euyce’ gee TEBE g 
. 


vite 


Ss Inspection of office equipment being transferred from 
one office to another or being returned to stock reveals that 
a considerable amount of paper, misccllaneous material, and 
personal property has been left in the equipment. These con- 
ditions create a security hazard as well as personal loss when 
the owner cannot be identified. In order to eliminate these 
conditions personnel requesting the transfor of office equip- 
ment shall remove all miscellaneous material and personal 
property prior to releasing it for transfer, . 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: A: 
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a CENTRAL INTELLIGRNCE AGENCY 2 4 


W ashingt ON, De Co pel s ¢, athe off, di. hb 
NOLTGE 15 November 1949 


SUBJECT: Attondance of CIA Employees at the Ceremonies in Tribute to 
Mohammad Reza Shah Pahlavi, Shahinsheh of Irang ‘*. 


1. The following meniorandum from the White House is quoted below fe 
for your informations: 


"THE WHITE HOUSE 
Washington 
November 10,.1949 


"TO THE HEADS OF EXECUTIVE DEPATTMENTS AND AGENCIES 


"Ceremonies have been planned to pay tribute to His Imperial Majesty, 
Mohammad Reza Shah Pahlavi, Shahinshah of Iran, who will arrive in Washing= 
ton on November sixteenth for the purpose of making an official visit to 
the United Statoss 


. "His Imperial Majesty will reach the National Airport at 4:00 peme, 
E.SeT., on Wodnosday, November sixteenth, where there will be a brief cere~ 
monye After crossing the Memorial Bridge and rounding the Lincoln Memorial, 
he will proceed along 23rd Street to Constitution Avenue (expected to ar- 
i: rive at Constitution Avenue at approximately 4:15 Pome), right on Consti-+ 
tution avenueto l2th Street, left on 12th Street to Ponnsylvania Avenue, 
west on Pennsylvania .ivenue to tho District Building ot 14th Street and 
Pennsylvania Avenue, where he will be presented with the key to the City 
of ‘iashington.’ Ho will then continue along Pennsylvania Avenuo to 15th 
Street, right on 15th Street to Ponsylvania Avenue, left on Pennsylvania 
Avenue to the Blair Housce 


"It is desired that as many as possible of the government employees 
extend their greetings to tho Shohinshahcf Irane Tho Presidont has indi- 
cated that the Heads of the departments and agencies shall excuse those 

employees in the area of the procession,. whose services can be spared, 
without charge to annual leave, for such time as is required on November 
{ sixteenth for the accomplishment of this purposes 


/s/ DONALD Ss DAYSON . 
Administrative Assistant : 
to the President": 


| 
| 
Ze. All employees whose normal tour of duty is from 8:39 AM until 
5:00 PM will be excused at 4:00 PM in order that thoy may havé tie oppor-. 
. tunity to obserw the ckreranies quoted above. No charg’ will te made 
against annual leaves. Oke. 7 ne ; 
eas FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


“Executive 


_ DISTRIBUTION: ALL CIA BHPLOYEMS Pe a ae . ae 
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CENTRAL INTELLIGENCE AGENCY hl Letasro y f be 


Yashington, D. C. 


L November 199 


ae NOTICE 


SUBJECT: Special Train to arny-Havy Football Game 
- November 26, 19h9 


th special Baltimore & Ohio train has been made available 
to the Secretary of Defense for the Amny-Navy game to be played 
in Philadelphia on Novenber 26, 199. | 


i there will be a diner attached for lunch anc dinner and a 
lounge car. You will pay the steward directly for all purchases. 


“The train will depart Union Station, Jashington, at 8:30 ame, 
and will arrive at the Stadiua parking place at 11:30 2e.m. The- 
train will depart for Jashington from the parking place at the 
Stadium 20 minutes after the gane is over. 


"The following round trip fare applies between Veshington and 

Philadelnhia: 
FER PERSON 

ROUND TRIP PULLIN FARE, WITH TAX.....915.h0 


"If there are any menbers of your Staff or office who desire 
reservations on this train they should advise office on or vefore 


November 20, 199. 


3 | LOUIS H. RENFROW | 
Loess Brigadier General, AUS 
Assistant to the Secretary" 


1 


ce ee 3 FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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CENTRAL INTELLIGENCE AGENCY 


Washington, De C. : 
are: Ere Ae 


NOTICE S1 October 1949 


SUBJECT: Protection of Government Property. 


le A recent inspection conducted by the Inspection and Security 
Staff has revealed that tables and other office furniture are not being 
properly protected while being used for coffee preparation and other 
Similar purposes. It has also been noticed that electric hot plates 
have been connected to circuits which have not been designed to safely 
carry the additional loade 


&. ‘In the interests of safety and preservation of government 
property, Assistant Directors and Staff Chiefs will insure that supers 


visory personnel at all levels will: 


& Tale action to reduce to a minimum the number of places 
per building wher: coffee and other beverages are prepared. 


be Secure asbestos or other suitable fireproof covering 
for office furniture on which hot plates and hot receptacles 
are placede 


Ce Assure themselves that circuits to which hot plates 
are counected are designed to carry the additional loade 


ds Insurs that hot plates are disconnected when not in usee 


FOR Tdi DIRECTOR OF CENTRAL INTELLIGENCE: 


~ Executive 


0 Nesmeriat et tote dite aan 
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NOTICE 


25X1A i = a 12 October 19)19 


SUBJECT: 199 Community Chest Drive 


| : 1. The time has coms again for the Central Intelligence Avency to 
do its part in the Community Chest Drive. Tt has been my privilege to 
be cesignated as Chairman for the drive in CIA. I know of no better way 
: to serve your comaunity than to contribute part of your carnings to this 
causee It is my sincere hope that each of you will feel the same way and 
will sive as much as you can afford. 


é. iL have appointed Mr. William J. Kelly as Vice Chairman of the 
Central Intelligence Agency drive, and-ain asking wach Assistant Director 
and Staff ChieL to appoint Division Cnairmen for their respective offices 
and staffs. #ach-Division Chairman in. turn will aynoint key~men in his 
office or staff to assist hin in accenting contributions » and in the 
necessary bookkeeping. All contributions should be received on or before 
28 October 19)9. 


3+ Ths Cozsaunity Chust Federation, National Capital Area, wus founded 

in 1928 and this campaign will merk the twenty-second year in which Govern- 

ment employees and other residents have beun esked for support. The Pedera- 

tion is un orenization couposed of tie six Community Chests in the Metro- 

politan Area, and, together with the Hospitalization Fund and the USO, is 
comprised of Oh welfare agencivs whieh are united for better community — 
service. The present Red Feather Comaian is one appeal for the financial 
support of the philantiropic provrans of all of these Red Fuather agencies, 
You will be given a chances to choose the aguncivs to which you wish to con- 
tribute if you have certain oreficrences,. 


he For many of you, the big question will be: "How ymch should I 
give?" You alone can answer this question. As you are making your de- : 
Cision, plese remember that your gift is utilized to finance the work and oy. 2 
programs of all the agencies comprising the Community Chest Federation, 
which includes the Community Chests of arlington, Fairfax, Montgomery, and 
| Prince Gsuorgas Countics » aid the citics of Alexandria and Washington. 


Se It will be appreciated if you will make your contribution to the Pa ae 

A designated keysman in your organization in ordur that the Cuntral Intelli-~ 
I — gence Agency may meet its. quote. This “rill not prevent you from designating a 
“your contribution for any aguney you desire in your arena of rusidence,. 


Rear Admiral, USN | 
Director of Central Intelligence 


DISTRIBUTION: AL CIA Baployees 
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CENTRAL INTELLIGENCE AGENCY ded eta that d ao: 
Washington, D.C, 


NOTICE _ 8 September 1949 
SUBJECT: Cleaning of CIA Offices and Buildings. 


1. Due toa sharp reduction in the char force of Fublic Buildings 
Administration, the cleaning of CIA Buildings has been curtailed to a 
minimume | | . 


2. Daily cleaning of offices and corridors has been discontinued 
exoept for the removal of waste material, | 


30 Offices will be cleaned not more than twice a week and in the 
case of "L" and Recreation Buildingsonly once a week. 


4. The washing of windows has been limited to once a year, and 
the waxing of floors every six weeks. 


5 The curtailment of cleaning services will require a diligent 
effart on the part of each and every employee to maintain offiocos in 
a clean and orderly manner. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 
Executive 


DISTRIBUTION: All CIA Employees. 
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CENTRAL INTELLIGENCE AGENCY OT lon lee ot ducal 
t Washington » De Co 
= NOTICE : | 20 September 199 
25X1A. | 


‘SUBJECT: Excess Offico Furniture and Equipment. 


1, Reoent surveys of Property Accounts within CIA reveal consider-— 
able cxcess property on hand in various offices, 


if @9 Desks, chairs, typewriters, fluorescent lamps, ond stands were 
noted most frequently as the items which appear to be excess to the needs 
: of the respective offices, 


3, Eaoh office will conduct a survey of all property under its juris- 
: diction to determine excess property, | 
4. Excess property will be listed on Form No. 36-2, Property Turn- 

bh 2 In, and forwarded to the Services Officer by 10 Cotober 1949 giving the 

: room location and date the property may be picked up, If no property is 

to be turned in negative reports will be forwarded to the Services Officer, 

: FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

25X1A 
Acting Executive. 
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CENTRAL INTELLIGENCE AGENCY . t / { a 
| Washington, D. C, bh beth 
— NOTICE | | coe 8 September 199 : 
25X1A | | . 
7 SUBJECT: Shuttle Service. 
| 1. All existing shuttle schedules are rescinded, effective close 
| of business Friday, 9 September 191)9.: | 
é. The new schedule to be effective Monday, 12 September 1949, 
: ls revised to provide service fer Building No. 30 (Recreation Building) 
and other CIA buildings, at twelve minute intervals, The new schedule 
_ will be distributed separately, 
25X1A + ae Thel__] Building shuttle will be discontinued at the close of 
_ business 9 September 1919, 
4. The new 16-passenger bus will be in service Monday, 12 September, 
replacing the station wagon now used for the shuttle system. 
i . FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: — 
25X14 
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CENTRAL INTELLIGENCE AGENCY a. 3 | ‘ ! 7 
| Washington, D. C. YA ait da lied 


NOTICE “7 | | 7 September 1919 
25X1A | : 


SUBJECT: Use of Government Motor Vehicles. 


1. Official motor vehicle dispatoh records indicate a continuing 
possible misuse of government motor vehicles by personnel of this Agenoy 
in violation cf Public Law 600 which restricts the vse of such vehicles 
to striotly official purposes. 


2. Some examples of such possible misuse are: 
@. Trips to hotels, clubs, restaurants and private resi- 


dences at the noon hour and pickup at those places after a 
luncheon period. 


be Trips to military hospitals with considerable waiting 
period by the chauffeur. 


¢. Trips to banks on pay days by other than fiseal officials. 
| . _. 3e The CIA Services Officer has been instructed to inguire ints the 
official necessity for trips in CIA official cars reported by the dispatchers 
when circumstances indicate that Publio Law 600 may have been violated, and 


to report any apparent violations to the Executive for appropriate action, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


. | 
4 


pret . DISTRIBUTION: All CIA Employees. 
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CENTRAL INTELLIGENCE AGENCY a 


Fy 
Washington, De OC. ll Ante tcttwallihethege 


| 25X1A , | a ee | 
a - NOTICE | 2 September 1949 


SUBJECT: Application for Payment of Dividends on National 
Servioe Life Insurance. 


Ly, Service and former service personnel are advised that 

if they now hold or have held National Seivice Life Insurance 
: for’ period in excess of three months, they may apply for a 2 
- dadividend. vax! = v i. 


2. Dividends will only be paid upon receipt of “Applica- 


tion for Special Dividend" (VA Form No. 9-430). | 

! 3, These forms are available in the. Personnel Relations e 4 
Office, Reom 100, Gentral Building. ae: 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

| : 

| 25X1A 
' : 


Executive 


DISTRIBUTION: All 6IA Employees. 
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| <* CENTRAL INTELLIGENCE AGENCY = = a 
sO Washington, D. C. Lbartetcrathtedh 


NOTICE 2 September 1949 
 25X1A . . 


SUBJECT: Presentation of Awards for Meritorious Employee Suggestions, 


| 1. On 26 August 1949 the Director of Central Intelligence person- 
fo ally presented awards to two employees for their suggestions which 
25X10 were adopted by the Agency. 


| 2 Ls received a Certificate of Award and 
$13, 33 "for suggesting a multigraph mat receptacle which eliminated 
accidental destruction of mats during their preparation in her office. 
25X1A eceived a Certificate of Award ana $37.50 for 
Suggesting the use of lighter weight paper on a requisition form, 
which eliminated the necessity of retyping many requisitions. 


3. These suggestions have improved CIA operations and returned 
tangible dividends to their originators. In spite of the availability 
of tangible dividends a very small number of suggestions has been 
received to date from CIA employees. The Director urges all employees — 
to participate in the suggestion program by submitting suggestions 
for the improvement of CIA and the Federal Government. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: All CIA Employees. 
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CENTRAL INTELLIGENCE AGENCY - ty fi 
“4s , : wet reel At? I Loft see K. al 


Washington, D. C. 
NOTICE _ : 86 August 19h9 


SUBJECT: Availability of Scholarships, Evoning Division, School 
of Foreign Services, Georgetown University. 


le Program of Study: 


. The School of Foreign Service offers a comprehensive. program 

of study in tho fiolds of international ‘relations, political ‘golonce, 
business and public administration, internetional law, world ece- . 
nomics, foreign trade, maritime and commercial law, shipping, geogra~ 
phy, and goopolitics, Tho program is designed to provide training 
for careers in the foreign sorvice of the United States, in the 
United Nations and other preormegtons® agencies, and in international 
and bueiness finances, 


oa Scholarships: 


The School of Pe Service offers threo Scheer enre to 
inolude tuition and incidental fees (approximately $500.CO per year). 
The scholarships will be awarded only +o mon and women who have suc- 
cossfully graduated from an accredited secondary school with no pre~ 
vious college training and who are employed and reside in tho vicinity 
of Washingtons 


Scholarships are not ordinarily available to persons eligible 
for assistance under Public Law 346 (The G. I. Bill) and Public Lew 
16 (The Rehsbilitation a) or to persons who are liable to immediate 
military service. 


40 Requirements: 


; Selected candidates will be given o written examination on Satur- 
day, September 10, Those attaining tho highest dverages and who are 
otherwise best qualified with be puerare the scholarshipse 


Applications for scholarship examinations should be ade in 
deine to the Committee on aoherr eae not later than ae 
1, 19 


lie Length of Study: 


The length of vatudy for the degree of Bachelor of Soience dn 
Foreign Service or Bachelor of Science in Business Administration — 
in whe part-time Broun School is “pEPreeimate dy: five yeoorse — 
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. 5. Opening Date: 

iv oo ha enatetateninins cnet lat, 

; — 


. The opening date for the academic year 19/j9-1950 will be 
— September 19, 1949. 


: 6. Requosts fer further information or application blanks should be 
e addrossed to the: 
: 7 ‘Committee on Scholarships | ! 


iP School of Foreign Service 
7 | Georgstown University | | 7 
| | | Washington 7, De Ge a > 


| FOR, THE DIRECTOR OF CEYTRAL INTELLIGENCE: | : 
25X1A 
| 2 


) 
—_ =~ | Oo Executive 


“DISTRIBUTION: 411 CIA Employees. 


Doe, 


seal ' 
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| _ «CENTRAL INTELLIGENCE AGENCY Hb Pia. A a, 
a Washingten, De C. aa : access uct a 


a a aa 


SUBJECT: Location of Us Se Post Office Collection Box and Postage 
. Stamp Vending Machines, 


ole A Ue. Se Post Office Collection Box has been placed at the 


. corner of 26th and Water Streets, N.W., near the terminus of the { 
Capital Transit bua line. The box is for the convenience of CIA ; 
employeese 
2. Postage stamp vending machines will he installed shortly 
in Mand L Buildings, and will be placed adjacent to the guard's 

desk at the center entrances, 
= FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: | 
i 
! 25X1A 
| Executive 
| : 
| DISTRIBUTION: All CIA Employees. | 
| 
ie 


PitaetD ee So aot sea esina nen nee = 


> | ; 
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CENTRAL INTELLIGENCE AGENCY A dots Aid 
Washington, D, CG, - oe 


aDPICE. - 


| be che he este oO | : 4 August 1949 
2) a a cae : 


SUBJECT: Use of Postal Meter for Outgoing CIA Mail. 


| Aamtretertioctive this date the Mail Room, Mail and Courier Section, | a 
Administrative Staff, Office of Collection and Dissemination, will use oo 
: the Fostal Meter for outgoing CIA mail, : ; 
| . 2 All outgoing mail received by the Mail Room will be meter~ 

; stamped unless individual stamps are requested on Postage Slip Form 

No, 35~11 by the submitting office, 

: | FCR THE DIRECTOR OF GEETR-AL, IITELLIGENCEs 

tae | 

| 

| | & 

| | 
. 25X1A 

! Executive 

I | 

| ‘DISTRIBUTION: A, 

i 4 ; , 

[ | 
Po 

ee vce i 
A, 


; : of z= apenas iets eH tenndeeeabtenhmnt wits ath oe unm enmmrapiematicenen 
aahyeonec nee ne ac tagcat rein hernetnA tnt ; : ; 7 : aes 
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| CENTRAL INTELLIGENCE AGENCY . Pee } 
| | : ._. Washington, D. C. ee | hb at dort wed v 
NOTICE _ 4 August 1949 
25X1A | . 
| SUBJECT: Distribution of Salary Checks. 
l. Effective 5 August 1949, the Heguivenont for Signature by : . 
employees FOR salary checks is discontinued. : 
2. The payroll list of checks will be furnished payment clerks 
for use as a check liste It will be returned with appropriate notae : 
tion regarding undelivered checks. 
3.e Other oviatine procedures remain in effecte 
p FOR THE DIRECTOR OF CENTRAL INTELLIGENCEs 
_ are Sy | -25X1A 
Executive 
Pal 
aa 
oe DISTRIBUTION: A_ 
Ro 
| é a ; ; 
ee ee E 
fect ee 
| a e | ReE-S-PeReI-Cob ED | 
. : a Breast aie sl de Stoop, Eh ' ee ae : ; . Samet Pesce eres ne eae Se: Rae meres 
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CENTRAL INTELLIGENCE AGENCY 


P i 
Washington 9 D e C e ; F : om ca! “i joel al ache ot 


NOTICE . sad 25 July 1949 
SUBJECT: Name Cards Posted Outside Offices. 


1. From a security. viewpol t it is considered disadvantageous 


generally to have the names of Agen¢ey personnel. posted outside thoir 


office doors, The telephone directory now furnishes location information. 
However, it is recognized that further office transfers may require 


convenient identification of key personnel. 


2, Authorization is therefore granted for Division Chiefs or 
above to post their names on the outside of their office doors, provided 
that titles and organizational designations are not shown on the. name 
card, 


3, Name cards not meeting the authorization of this Notice 
will be removed. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE 


Executive 


DISTRIBUTION: A. 


d 


— 25X1A 
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: | VENTRAL INTELLIGENCE AGENCY f f . 
; ; Washington ry De. Ce —\ (Ak dara ‘ a 
| : NOTICE “i 27 July 1949 

‘SUBJECT: Chost X-Ray Survey. 


. le A yoarly X-Ray servico is available to all omployees of 
i ee this Agoney and will bo conducted hereaftor on a rotational basisye 
3 All X«Rajys vrill be taken, an..'yzed and recorded in the Medical 
- Division, Personnel Offices Personnel should not make inquirios 
by tolephone rolative to X-Ray results. 


2e Only personnol who eee not had chest X-Ray during the 
sixs=month period pricr to the initiation of the survey will be oli- 
gible tho first yeare This ruling does not apply to an individual 
who has been exposed to tuborculosis during that periods Such indi- 
viduals afe encouraged to réport to the Nursing Section, Medical 
Division, Contral Building, so that proper followup. can be initiatod. 


| Se Aa advance notice of one day/iita bo made to each office or 

; activity us to the day X#Ray servico will be initiated for its per- 
sonmnele Tho office will be responsible for tho proparation of rosters, 
including time and date of appointment for the personnel dosiring 
this service, and for scheduling thom within the limits of the timo 
set by tho Modical Divisione A oopy of each schedule must be for= 
warded in advanee to the Modi cal Divisions 


pean 2a | 
oS FOR THE DIRECTOR OF CENTRAL INTZLLIGENCE: 


i 
i 
| 
| 
i 


he es ; . : 
ie wt -. DISTRIBUTION: ALL CIA EMPLOYEES 


25X1A 


Executive 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, 6, 


25X1A . 
NOTICE © | | U duly 1949 
SUBJECT: Policy - Inactive Duty Training Credits for Naval 
Reserve Personnel Not Employed by CIA. 
REFERENCE: Administrative Instruction[_] subject: eee 


Inactive Duty Training Credits for Army Reserve — 
Personnel Not. Employed by CIA. 


1. The Navy Department has informed this Agency that it 
i has no program similar to the Army's inactive duty training 
a program which grants credit for services such as outlined in 
reference, 
2e No further action will be taken to negotiate for the 
initiation of such a program until and unless specific cases 
arise which would warrant such action, 


= FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


a : 8 se | 25X1A 
| | 


i 
| 

| i | a a Executive 
| 


DISTRIBUTION: A, 
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es . CENTRAL INTELLIGENCE AGENCY hb etlachet had 
| 3 Washington, D. C. | | 


NOTICE i, 1 July 1949 


SUBJECT: Employees Suggestions for Design of Official CIA 
Seal, 


1, legislation recently signed by the President directs 
Central Intelligence Agency to acquire an official seal, AlL 
civilian employees of CIA are invited to submit their sugges- 
_ ; tions for a suitable design to be used as the official seal of 
Central Intelligence Agency. . 


2. The designs will be judged for originality and appro~ 
priateness rather than perfection of artistic detail, Therefore, 
artistic talent is not a requirement in preparing a suggested seal, . 


3. A seal is presently in use by Central Intelligence Agency, 
a This seal will be considered along with other entries in selection | 
| of the official seal, If the present seal is finally accepted, it 

' will have been chosen by the panel of judges as the best seal for 
CIA, 


: 4. If an employee's suggestion for a CIA seal. is selected by 

3 the judges, the Committee on Awards for Meritorious Suggestions will 

. recommend to the Director that a cash award be prosented to the employ- 
ee. The acceptance of a cash award shall constitute an agreement that 
the use by Central Intelligence Agency of the design for which the 
award is'made shall not form the basis of a further claim of any nature 


upon CIA, 


5, All entries must reach the Managemont Office, Room 144, South 
Building, not lator than 15 July 1949. The Managoment Officer will | = 
turn all ontries over to a panel of judges who will be named by sepa- mod 
rato action, | = | : 


Jowek 3 FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive: 


| DISTRIBUTION: ALL CIA EMPLOYEES, 


25X1A 
Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8 


Next 8 Page(s) In Document Exempt 


Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8 


_ Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8 


CONFIDENTIAL 


(Office or Staff Section) 


Summery of Budget Estimates 
Piscal Year 19 


For completion by 


ne sudre pyran 
| Amount | 


Appendix I. 
Unvouchere 


Total 
Vouchered 


Fiscal Year 19 
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CONFIDENTIAL 


OFFICE: : 
; ; NON-PERSONAL 


BRANCH: 
: SERVICES ESTIMATES 


DIVISION: 


ie Object Class 
SECTION: 
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FOR COMPLETION BY BUDGET ANALYST 


Past year 
(ectual) $ 

Current year 

(budget allowance) $ 
Budget year 

(office estimate) _% 


JUSTIFICATION 
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- Cen ee a ye Oat . ao , fee coe 


A ees | ae | news se ‘Appendix IV 
: CONFIDENTIAL > ™ 
oes es " 02 TRAVEL 


: Schedule of Estimated Rates 
acnecule of istimated Rates 


AL ET RES 


From To One ‘lay Round fri 


. = sane a eee * A EIT . 


New York — Boston : "20 $40 


"Washington “New York » x 20°... 40 


| Boston oe 35 66 | 
| iy Miami | 75 150 | 
: ™ a n East Coast Points. a; 50 _ _ 3 2 
| : | " Mid West Points > 50 120 | 
| . i vn West Coast Points ~ £00 450 : 


ans : Central America 275° 600 | 

: | ite South America 500 1, 100 : 
_ Ero | 450 1,000 

| . _ MEDTO | 700. 1,400 

| ae FETO | 1,000 25500 

Schedule includes average costs of iranssereeeita and per diem, etc. 


ORR IUDICCSICH a NEM ONE Eat MT AEN RS AIRY ATS EADIE EGY PRE RAN 


Approved For Release 2002/05/01 : CIA-RDP81-00728R0001001 10004-8 


ee : 7 co Sadia cue Appendix V 
" ee a PARENTAL rHAl 

pec Na os Ba : 

: _ 03 TRANSPORTATION OF THINGS 

: Schedule of Estimated Rates 

nt ATES 

“nee 

ee 

Motor Vehicles 
oe oa ae oe | 
Crating (includes freight to Pon) Per 3200,00° 
Vehicle i 
Shipping (POE to destination) ETO i 275.00 
HEDTO 4 .| 899,00 
LATO ‘| 300,00 
FETO 7 400,00 
General Cargo (Delivery to addressee ) 
areca a 
(Administrative supplies and equipment, : 
communications supplies and equipment, 
and operational supplies and equipment ) i 
| ETO Per | 100.00 | 
: MEDIC Ton 100,00 

LATO me 75,00 

FPETO a 100.00 

Household Goods and Personal Effects 

To POE (Based upon £.0, 9805 maximum weight i 
reimbursement allowances: Family, : 
7,000 lbs; single individual, 2,500 lbs) | : 
| s- : 350 mi, Per — 7,00 
1,000 mi, 100 lbs. 11,00 : 
| 3,000 mi, ro 18,000 i 
POE to destination es BETO Per Ton | 100,00 ; Bi. 
MEDTO i. 100,00 ee : 
LATO i 75,00 ‘ 
FETO "| 100,00 | wg 
| Air Shipments ; ETO Per 1b, 1.50 

7 : MEDTO ee ae bed 

LATO) y 1.75 

FETO . 3.50 

| 

ary TNT 3 : 
CONFIDENTIAL 
aniaoatements We rtleeanen tenn ge dat nae nett cael dee oat we ara iat os iaatiemnmemen erence ae 
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‘< | ANA dtemiled 
CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


NOTICE 7 | 10 June 1949 
SUBJECT: Regulations, 


1, The Central Intelligence Agency Act of 1949 has been passed by 
Congress and will become a law upon signature by the President » which is 
expected within a few days, | 


2, No application of the provisions of this Act. will become effective 
until the official publication of appropriate regulations prescribed by the 
Director, ; : 


3. Pending further study and determination of what changes in current 
practices may be necessary, the published regulations of CIA now in effect 
will continue to govern CIA administration and operations, regardless of 
any authorities which may be included in the Act referred to above, 


4. I wish strongly to emphasize that our administration and operations 
will continue to be based on sound, economical and completely justifiable 
practices, We will continue to be guided to the fullest possible extent by 
the provisions of law and regulations applicable to all government agencies, 
This is, in fact, the intent of the Congress even though not specifically so . 
stated, and only in this manner can we properly accept and discharge the 
unique and very great responsibility and trust placed in the Agency by the 
Congress and the President, a 3 


rae 


RH, HILLENKOETTER | 
Rear Admiral, USN 


Director of Central Intelligence — 


DISTRIBUTION: A, 
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| CENTRAL INTELLIGENCE AGENCY ne, L a 
Washington, D. C. ; et tanh Aut lil 
25X1A NO TICE a - 3 June 1919 
SUBJECT: Active Duty Training of Reserve Personnel. . ee 
) 1. Reserve personnel applying for military leave will comply | 
: with provisions of paragraphs 10 and hb of Administrative Instruc- : 
| 25X1A tion[ dated 22 April 199. | 
| é. ‘The Personnel Officer is responsible for any coordination 
with the Office of the Executive which may be necessary. 
| 3. ‘This Notice rescinds the memorandun, subject as ahove, dated 
23 May 19))9, addressed to the Assistant Directors and Staff Chiefs. 
F | | FOR THE DIRECTOR OF CENTRAL INTPLLIGENCE: 
_ | 
i : 
| | 
| , | - 25X1A 
a | 
a 
| Executive 
i 
ae 
DISTRIBUTION: A 
a 
i 
Re | 
as 
: 
Pa cis i 
a ' 
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CENTRAL INTELLIGENCE AGENCY 


Washington, De CO. | AD tee 


NOTICE 1 June 1949 
25X1A | 


SUBJECT: Parking Violations. 


Employees are warned that Metropolitan Police Department 
parking regulations mist be observed on 25th Street, Nv. (the 


unimproved street behind tho brewery buildings), and at the inter- 


sections at 25th and ‘feter Streets, N.W., 25th and D Streets, Neko, 
and 25th and Streets, Neils Traffic lanes mist remain Spee at 

all times to permit easy entrance and maneuveceuniae ce fire equip- 
mente In the em many violators have received police tickets or 
found that’ their automobiles had — towed to the police precinct 
office. 


FOR THE DIRECTOR oF CENTRAL INTELLIG NCH: 


25X1A 


Executive 


DISTRIBUTION: ALL CIA BiPLOYEES 


1 at haces manent tt 
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NOTICE 


‘ , ; . i 
CENTRAL INTELLIGENCE AGENCY a4 f U : 
Washington, Ded. RAM lobe ruchh Aef ai 


= 24 May 1949 


SUBJECT: Summer Courses at American University. 


le The following letter from The American 
De Cey is published for information: 


wee 


University, Washington, 


"May I bring to your attonbion again the courses in the 
field of Public Administration and Government which are 


included in our Summer Session 'In-Sorvice! Training 


Program for Government Enployeas beginning June sixthe 
Over a period of @ighteen years these courses have been 
developed by our faculty with a view to meeting the needs 
of officials engazed in Public Budgeting and Ptiscal 
Policy, Administrative Organization and Planning, and 
Personnel Administration and Psychology 


"As a background work we have included a 


number of courses 
in the area of general Government which should serve as 


basic theoretical background for those engaged in the pub- 
lic services. A‘description of each of our courses may be 


found on pages twenty to twenty-four in the enclosed an- 
nouncemente* 


"I shall be very grateful if you will bri 


ing any of these 
courses to the attontion of members of your staff or other 


persons in the Government who may be interested, Addi-~ 


tional copies may be obtained by calling Mrs. Jone He 
Roberts at MBtropolitan 0258,!! 


The summer session clagseg mect from 6:00 to 9215 P.Me, June 


6 to September 13, 


* Copies of announcement may be ob 
upon requeste 


FOR THE DIRECTOR OF CENTRAr, INTELLIGENCE: 


25X1A 


Executive 


tained from The American University 


DISTRIBUTION: ALL CIA BMPIOYEES. 
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“CENTRAL INTELLIGENCE AGENCY : ; | | 
Washington, D. C. fol 4 
isnington, a ee ahi! 


NOTICE | 12 May 1949 


SUBJECT: Attendance of CIA Employees at Ceremonies in Tribute to the 
. President of Brazil - 18 May 1949. 


The following \vhite House memorandum, dated 9 May 1949, is published 
for the information and guidance of all concernede Assistant Directors, . 
Staff Chiefs, and Honds of activities will comply with the last paragraph 
of this memorandum: 


"CHE WHITS HOUSR. 
Washington 


May 9, 1949 


"TO THS HiADS oF EXECUTIVE DEPARTITSHTS AND AGENCIES 


"Ceremon’.es have been planned to pay tribute to Honorable Eurico 
Gaspar Dutra, President of ‘Brazil, who will arrive in Vashington on May 
q eighteenth for the purpose of malcing an official visit to the United States. 
| 


"President Dutra will reach the National Airport (MiTS ferminal) at 
as 4:00 Peme, DST, on “ednesday, May eighteenth, where there will be a brief call 
| ceremony, and he will leave the airport at 4:30 pome After crossing the _ 
| Memorial Bridge and rounding the Lincoln Memorial, he will proceed along 

26rd Street to Constitution Avenue, right on Constitution Avenue to 6th 
: Street, left on 6th Street to Pennsylvania ivenue, west on Pennsylvania 
; Avenue to tho District Building at 14th Street and Ponnsylvania Avenue, 
where he will be presented with the key to the City of Washington. He will. 
| then continue along Pennsylvania Avenue to 15th Street, right on 15th Street 
ex see to Ponnsylvania Avenue, left on Pennsylvania Avenue co the Blair Housoe 


i "It is’ desired that as many os possible of the government employees 
extend their greetings to President Dutra. for the accomplishment of this 
purpose, President Truman has indicated thatthe. Heads of the departments 
and agencies shall oxcuse from work those employees whose services can be 
spared, without charge to annual leave, for such time as is reqiired to 
greet President Dutra on May eighteenthe . 


"/s/ DOWALD S. DATSON | 
Ldmine Assistant to the President” 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : | 


Executive 


| DISTRIBUTION: ALL CIA EMPLOYEES 


F oe . 
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DISTRIBUTION: A, 
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RESTRICTED 
wh. 


CENTRAL INTELLIGENCE AGENCY Aes 
Washington, D, C. A Acetearedbither 


NOTICE . 10. May 1949 


SUBJECT: Requests for Procurement Action by Supply Division, 
Involving Appropriations Expiring 30 June 1945. 


Pe Requests for procurement action governing articles of equipment 


and supply (other than items available frem stock) chargeable to appropri- 


ations expiring 30 June 1949, shall be forwarded in time to reach the Chief, 


Supply Division, Services Office, baton te 1 June 1949, to provide sufficient 
time for orderly completion of procurement action, | 

2 Requests for procurenent actions under $100,00 and those items 
available from existing contracts will be received until 15 June 1949. 


_ FOR THE DIRECTOR OF CENTRAL INTELLIGONCE: 


Executive 


. : | PSE oS 
, . RESTRICTED .. ee 


dard Time. 
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CENTRAL INTELLIGENCE AGENCY a A 
Washington, D. C. _ AN Raelactertrootidlant 


NOTICE | : 13 April 199 


SUBJECT: Daylight Saving Time. 


1, ALL activities of CIA in the Washington, D, C., area will operate 
on Eastern Daylight Saving Time, effective 2 am, 24 April 1949. This 
is in compliance with the announcement of the D, C, Commissioners. Daylight 
Saving Time will end at 2 a.m, 25 Septerber 1949, ab which time the Agency 
will return to Eastern Standard Time. 


2, Supervisors of employees on duty et the time of the change to 
Daylight Saving Time are directed either to charge employees one hour of 
annual leave for the hour lost or to provide them one extra hour of work. te 
At the time of the return to Standard Time, employees affected will be . 
compensated for the one extra hour of work after approval of overtine work. 
by proper authorities. 


3, This Notice in no way conflicts with Administrative Instruction. 
which provides that all tours of duty other than the normal tour a ee 
(0830 to 1700) will be entered on the Time and Attendance Reports in Stan- 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 


DISTRIBUTION: ALL CIA EMPLOYERS, 
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, e 
| CENTRAL INTELLIGENCE AGENCY er ere Le 
! : | Washington, D.C, | | | 


25X1A NOTICE | 2 . 11 April 1949 


SUBJECT: Leave on Good Friday. 


The iivectes desires that all employees who wish to attend religious 

: services on Good Friday, ib April 1949, be permitted to do so, to the 

! extent commensurate with meeting essential operational pegutnensntey Super 
visors will arrenge work schedules to permit the maximum number of employees 
a ee to be absent, Absence during working hours for this purpose will be charged 
| te annual leave, 


FOR THE DIRSCTOR OF CENTRAL INTULLIGENCE: 


25X1A 


pores ee mene ree wee eae eee TN ee GET ea pn 


“>} |) DISTRIBUTION: ALL CIA EMPLOYEES 


oe = : : 


(25X14 


DISTRIBUTION: ALL OIA BUPLOYE ERS Se 
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CENTRAL INTELLIGENCE AGENCY 


Washington, D. Ca AN Ad | we 


NOTICE | | | 23 Merch 1949 
{ 


SUBJECT: Redeposit of Civil Service Retirement Refunds. 


Lo Experience indicates that many Central Intelligence Agency 
employees do not fully understand the provision of the Givil Serv- 
ice Retirement Act which relates to the redeposit of retirement re= 
fundse 


2» In order that employees who have recoived refunds may be 
fully aware of their rights, and have the opportunity to exercise 
these rights pertaining to redeposit of such refunds, the following 
information is provided: 


ae Every employee who has et any time received a refund, 
and desires to receive annuity benefits for all periods of em= 
ployment must make a redeposit of the amount refunded plus 
interests Unless the redeposit is made by the employee, no 
credit will be allowed for the _period of service covered | by 


the r refund in computing “the € aL benefits tc to the” “eiiployee 


or his “qualified survivors 


be The redeposit should be made without delay for these 
reasons: é 


(1) . The redeposit may not be made by a survivor after _ 
tho death of the ‘employes, and 


. (2) Delay in making the fepayment results in added 
Interest. charges. 


3e It is, therefore, urged that employees vsho have received 
refunds embark upon a program of making deposits at tho earliest 
possible moment. Information and instructions with. regard to the 
filing of appropriate forms may be secured from the Fiscal Branch, 
Pay Roll Dares ixtension 2585, Room 226, Central Building. 


FOR THe DIRSCTOR OF eis LATELLIGENCH s 


Executive — cs 2 ae | 


i 
io 
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CEETRAL INTELLIGENCE GENCY = Abd tind 


Weshington, D. C. 


25X1A NOTICE : | | 24 February 1949 
SUBJECT: Voluntary Contributions. 


1, In the next fow months, various national and local organizations 
will make direct appeals to the people throughout the Government for 
financial support in carrying out their programs of sofoguerding and 
improving the lives of thousands of men, women, and children in this and 
other, communities throughout the nation, 


2, Past experience has shown that those services have been most 
effective in providing social and reereational services, insurance against 
privetion and juvenile delinquoney, as woll as sickness and accident pre~ 
vention. ae : 


3, In order that you will have sufficiont information concerning tho 
objectives of these orgenizations, and tho type of service rendered the 
community, the following informetion is provided: . . 


established to conduct research, promote educrtion and furnish survcys 
to find the cause and cure for cancer, to cducate the people to sco 
their doctors upon the first danger Signals of cancer, and to promote 
in goneral such authentic and approved projects as will help bring. 
Gancer under control, - 3% 


Pte es 
| i ao The American Cancer Socicty is a national orgenization 
t 


4 . The financial drive of this society will take place during 
the month of April. The financial goal of the campaign is to reech 
an average of ono dollar for cach Government employee. Sixty por 

| eent of cach dollar contributed will romain in this community to 
promote the study of Cancer control, 25% will be uscd for research, 
[ and 15% will be usod for educational and administrative work. 


‘bp. The Amorican Red Gross is a notional organization which 
maintains relations with 65 other Red Cross socictics throughout the 
: world, It serves the Armed Forccs abroad and at horc, It functions 
. as the national relief agency whon disaster strikes, It promotes 
- health and sofety through its first aid and accident provention, 
nursing, and netional blood programs, The compaign for funds of, this : 
organizetion will begin on 24 February and continue through the month a: 
of March, Sixty million dollars will be required to carry on the ~ 
‘worth=while work of this orgcnizction, ; 


¢e. The Metropolitan Boys Club is a comunity orgcnization which 


conducts ‘a menborship drive yearly, to finance seven boys' clubs and. 
summer camps for less fortunate youngsters of Washington, The money 


i Neaknsbcnishre SE ogi tS Gee” A 
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obtained tien these édmpatigns makes it possible for sone Ll» 000 boys 

to participate in clonn recreational activities and to become ¢ strong 

American citizens, To finunce this worthy cause, the campaign committee 
has set for their 1949 goal, the sun of 250,000 dollars, Various typos 
Or nériberships are availeble to the public with dues renging from.one 

dollar to one hundred dollars annually, The campaign started..2 February 

and continues through 1 March, 


a. .Ge Zhe National Symphony Grohantea Sree ciation was  Pacomenn ae 
in Decenber 1931, “under the: laws ‘of. the. District of | eeciiae as 2 
musical, ediicational, and: ‘noti-profit- Gonpor ction. Pa Bae. ae 8 Say 
 Arinual heeite in the Mesderntion is sor oncd of “those: who 
contribute 25 dollers or more to tho Sustaining Fund. Drive, A. contribu- 
tion of ten dolore eabtes: ‘the contributor te an Associate Membership, 


_ 1 ‘Although itis appreciate od that the i oheannol of this agency | has 
responded goncrously time and again to: these various drives, it. is. believed 
. that the worthiness of the present campaigns is self-cvident, and it is 

: _ .thercfore urged that everyone contribute according to his ow personal 


~ financial situation. Keyworkérs will be eva lable in cach office to reecive 
voluntary contributions fOr: the “beve naned ca LUSES « es. 


FOR JHE DIRECTOR OF CENTRAL INTELLIGSUCEs 
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ees cet ern ‘ Fg 8 OE Se ee eee Metres AE Tn eae Ce heteen Megs eee, emg: 6 semyere, 


—CEMTRAL INTELLIGENCE AcrECY 


Washington, D, C, Ab dub cdhed d 
7 , eit a oe ia i a 


lt March 199 


The following is reproduced for the information of all concerned and ia 
is supplemental to CIA Notice [| dated 24 February 1949: — 25X1A 


"THE WHITE HOUSE 
WASHINGTON 


| 
| | | : | February '24, 1949 
. | | vee 


"TO THE HEADS OF EXECUTIVE DEPART E:TS AXD ACEYCIRS: 


"You will recall that each year I have urged the full 
cooperation of your department in connection with the campaigns 
of the Community Chests throughout the country, In my letter of 
May 5, 1948, I said in part: 3 


. 7 _‘tAs you lmow, the Community Chests unite in a single 
; campaign social, health, and recreation services 
( 3 essential to the well-being of our American communities. 


IThe cooperation of your Department logically includes 
the organization of effective solicitation of all em- 
ployees of vour Department, 


3 'I hope that all employees will give generously, keeping 
an | in mind the fact that each of the Red Feather services 

H included in the Comumity Chest would appeal separately 
if they were not united in this one campaign and that 
contributors should give enough to support all of these 
services for a full year,! 


"While the Commmnity Chest drives are usually conducted : 
concurrently in many cities during October, there are some situations 
in which the same’ type of federated campaign on behalf of local health 
and social service agencies is conducted at a different time of year 
and under a different. name, An outstanding example is The Greater 
New York Fund which campaigns annually in New York City during May 

_ and early June, Such federated drives are as deserving of our ful 
' Support as. are the Community Chest campaigns in. the Fall, ae 


Sct elena rng mieeeeie “an ean 


sceneaaihtn tenes hetaen “th iremmratcer tent 


"It is, therefore, my desire that the policies expressed 
in my letter of May 5 relating to Community Chests be applied: to 
Similar local federated health and welfare campaigns, whenever _ Bee c ae 
conducted and under whatever name, Pek aa : Tee aes 


—/s/ HARRY S, TRUMAN" 


DISTRIBUTION: ALL CTA mAPLOYEES, 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


| ut 
YA Mtl ste Pnhind MA 


oh January 1949 


NOTICE 


SUBJECT: rarking 


1. All numbered parking spaces for CIA employees were 
reassigned as of 3 January 1949, and new parking p2imits 
issued. 


2, Daily checks have indicated continual violations of 
parking requirements a5 indicated below: . 


a. Both old and new permits on windshields. Old- 
permits should be removed immediately. 


b. Individuals are parking in spaces not now 
assigned to them. 


co. Cars are being parked in places not marked 
for parking, creating serious traffic hazards. 


3. Assistant Directors and Start Chiefs are responsible 
for proper indoctrination of individuals under their super- 
vision relative to the parking problem. In addition, the 
Services Officer is charged with the responsibility for 
continual checks, and reports of parking violations to respon- 
sible supervisors ana the Executive for such.further action 
as may be appropriate. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Acting Executive 


DISTRIBUTION: All CIA Employees : : ony 
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CENTRAL INTELLIGENCE ACENCY ss (<$s§#sa3). py A 
Washington, D. C. A Yeshbet deri rcbebithat 
25K1A NOTICE | 18 January 1919 


SUBJECT: ineveurel Holidays. 


1. The aenmese has authorized holidays for all Government em- 
ployees in the Washington, D. C. area on Thursday and Friduy, 2C and 
21 January 1949. | 


2. It will be necessary for CIA to maintain adequate working 
forces on those days, including courier and cable service, 


3e A minimum force will be maintained by all offices and 
activities sufficient to provide reasonable service in each activity. 
Such forces will be present for duty during the normal hours en both 
the 20th and 21st of January. ; ; 


lh. For those employees required to be present on either cr both 
of the holidays, arrangements should be made to provide ccmpensatery 
time off where it is practicable and agreeable to the employee con- 
cerned Otherwise, holiday peer will be paid- 


5S. Pay checks will be availnble for distritution to office and 
activity representatives at the office of the Fiscal Branch, Budget 
Office, Wednesday, 19 January, at 1500 hsurs, They should be picked 
up promptly so that all employees may be paid before LAO) hours, Pay 
checks will be dated 19 January. 


7 ; 6. Parking in the vicinity of North, Central, 25X1A 
South, "Q", and "M' Buildings will be without regard to merece ke 
perieng spaces for Thursday and Friday ony 


| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE ; 


25X1A 
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